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Paper and its Products Sectional Committee, CHD 15 


FOREWORD 
This Indian Standard was adopted by the Bureau of Indian Standards after the draft finalized by the Paper and its 
Products Sectional Committee, had been approved by the Chemical Division Council. 


With the use of metric sizes of papers having started at large scale both in Government Departments and private 
uses, it has become necessary to fix sizes of files, folders, covers, etc, to suit these sizes of papers. 


The original standard was essentially based on ISO/R 623 ‘Sizes of folders and files’ issued by the International 
Organization for Standardization. 


This first revision has been taken up to bring the standard in the latest style and format of Indian Standards. 
The composition of technical committee responsible for formulation of this standard is given in Annex A. 


For the purpose of deciding whether a particular requirement of this standard is complied with, the final value, 
observed or calculated, expressing the result of a test or analysis, shall be rounded off in accordance with IS 2 : 2022 
‘Rules for rounding off numerical values (second revision)’. The number of significant places retained in the 
rounded off value should be the same as that of the specified value in this standard. 
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Indian Standard 
SIZES OF FOLDERS AND FILES — SPECIFICATION 


( First Revision ) 


1 SCOPE 2 CLASSIFICATION AND SIZES 

This standard prescribes the sizes of files and folders Files and folders shall be of the types and sizes given 
intended to receive A4 size (210 mm x 297 mm) of in Table 1. 

paper. 


Table 1 Types and Sizes of Files and Folders 
(Clause 2.1) 


SI. No. Type Size 
(1) (2) (3) 
i) Simple folders without back or mechanism 220 mm x 315 mm 
il) Folders and files with less than 25 mm back with or 240 mm x 320 mm 
without mechanism 
iii) Files with back exceeding 25 mm with or without 
mechanism 
Without mechanism 250 mm x 320 mm 
With mechanism 290 mm x 320 mm 
NOTES 


1The sizes recommended are those of overall rectangular surface when the folders and files are folded. 
2All dimensions given are maximum dimensions. 
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ANNEX A 
(Forward) 


COMMITTEE COMPOSITION 
Paper and its Products Sectional Committee, CHD 15 


Organization 
Central Pulp & Paper Research Institute, Saharanpur 


Ballarpur Industries Limited, New Delhi 


Central Pulp & Paper Research Institute, Saharanpur 


Century Pulp and Paper Mills, District Nainital 


Directorate of Printing, Ministry of Urban Development, 
New Delhi 


DPIIT, Ministry of Commerce & Industry, New Delhi 


Federation of Paper Traders Association of India, 
Mumbai 


Government printing, West Bengal 

Gujarat Paper Mills Association 

Indian Agro and Recycled Paper Mills Association, 
New Delhi 


Indian Institute of Packaging, Mumbai 


Indian Institute of Technology, Roorkee 


Indian Newsprint Manufacturers Association, New Delhi 


Indian Paper Manufacturers Association, New Delhi 


Indian Recycled Paper Mills Association, New Delhi 


Representative(s) 
DR M. K. GUPTA (Chairperson) 


SHRI DEEPAK SHARMA 
SHRI BHUSHAN AWATE (Alternate) 


DR SANJAY TYAGI 
SHRI ALOK KUMAR GOEL (Alternate I) 


ANURADHA V. JANVADE (Alternate II) 


SHRISANJAY KUMAR YADAV 
SHRI SUNESH YADAV (Alternate) 


SHRI RAM DAYAL 
SHRI M. THIRUVEL (Alternate) 


FRESH NOMINATION AWAITED 


SHRI DALIP BINDAL 
SHRI PIYUSH JAIN (Alternate) 


SHRI SUBIR KUMAR MANDAL 


SHRI PRABHAT RANJAN 
SHRI KANU MEHRA (Alternate) 


DR B. P. THAPLIYAL 
DR ANIL NAITHANI (Alternate) 


DR TANWEER ALAM 
DR MADHAB CHAKRABORTY (Alternate) 


DR DHARM DUTT 


DR VIBHORE KUMAR RASTOGI (Alternate I) 


DR KIRTIRAJ K. GAIKWAD (Alternate II) 
Shri Vijay Kumar 

SHRI Ashish A. Gupta (Alternate I) 

SHRI K. Rajkumar (Alternate II) 


SHRI BISWARANJAN DASH 
SHRI ROHIT PANDIT (Alternate) 


SHRI R. C. RASTOGI 


JK Paper Limited, New Delhi 


Kumarrappa National Handmade Paper Institute, Jaipur 
NCERT, New Delhi 


Pulp and Paper Research Institute, Jaykaypur, Orissa 


Seshasayee Paper & Boards Limited, Erode 


Shree Mangal (Trade) Enterprises 


Stationery Office, Govt. of India, Kolkata 


Tamilnadu Newsprint and Papers Limited, Tamilnadu 


Voluntary Organization in Interest of Consumer 


Education, New Delhi 


Whale Stationery Products Limited, New Delhi 
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SHRI UMAKANT PATIL 
SHRI SUJEET SINGH (Alternate) 


MISS SAAKSHY 
SHRI ARUN CHITKARA 


SHRIS. K. PRADHAN 
DR S. P. SINGH (Alternate) 


SHRI A. K. MEHROTRA 
DR P. MARIMUTHU (Alternate) 


SHRI NAROTTAM VYAS 
Miss BHAWNA VYAS (Alternate) 


SHRI J ALIS AHMED 
SHRI SWAPAN KANTI GHOSH (Alternate) 


SHRI P. SANKARALINGAM 
SHRIN. K. PERIASAMY (Alternate) 


SHRI M. A. U. KHAN 
SHRI H. WADHWA (Alternate) 


SHRI MUKESH GUPTA 
SHRI GAURAV GOEL (Alternate) 


SHRI A. K. LAL, SCIENTIST E AND HEAD (CHD) 
[REPRESENTING DIRECTOR GENERAL (Ex-officio)] 


Member Secretary 
SHRISHTI DIXIT 
SCIENTIST D (CHD), BIS 


Bureau of Indian Standards 


BIS is a statutory institution established under the Bureau of Indian Standards Act, 2016 to promote harmonious 
development of the activities of standardization, marking and quality certification of goods and attending to 
connected matters in the country. 


Copyright 


BIS has the copyright of all its publications. No part of these publications may be reproduced in any form without 
the prior permission in writing of BIS. This does not preclude the free use, in the course of implementing the 
standard, of necessary details, such as symbols and sizes, type or grade designations. Enquiries relating to 
copyright be addressed to the Head (Publication & Sales), BIS. 


Review of Indian Standards 


Amendments are issued to standards as the need arises on the basis of comments. Standards are also reviewed 
periodically; a standard along with amendments is reaffirmed when such review indicates that no changes are 
needed; if the review indicates that changes are needed, it is taken up for revision. Users of Indian Standards 
should ascertain that they are in possession of the latest amendments or edition by referring to the website- 
www.bis.gov.in or www.standardsbis. 


This Indian Standard has been developed from Doc No.:CHD 15 (19318). 
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